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ADMINISTRATIVE STAFF
LOGISTICS OFFICE

The March: 1953 veorganization of the Logistics Office estabiished an Adminiatretive
‘Staff with functional responsibilities for Budgst & Fiscal, Methods & Froceduves s
‘Porgonnel & Training, Security, and Records & Services. The T/0 was estsblished at
19. poaitione, Shortly after the esteblishment of the Administretive Staff and due
to acreas the board increases in vorkload, 1t baceme apparent that a need existed
for the astablishment of organisationsl elﬁmants within the Staff as veil as for
additioml paraonnel to complete Staff functions,

A detniled study of the Administrative Staff orgenization, functions, and etaffing
was initiated in the Fall of 1953 end completed in Mareh 1954. Ths principal recom-
mndatieme eontained in that study have been incorporated into this proposal,

. 'I‘he aboliahmant of the General Services Office mnd the transfer to the logistics Office

of functions invelving Frinting end Reproduction Service, Space, Maintenance and Fsci-

lities, and Meil and Courier Service, together with a celling increase off __ |necessa- 25X9
rily res;ltsg in & further increase in workload for sll elmnta within the Adminis-

trative Staf

4. To facilitate the accnmplismt of assigned funciions, it is vroposed o establish —-w
the Administrative £tef{f on a functional basis, and to provide slear lines of respon-

- sibility with an adequate stafiing pattern. The propoasd Staff will eemsist of five
branches, each identified by functionsl titls {see organizetional chart). Whils the
proposed staffing results in an increase of 2 personnel, it is believed that such
inerease is sssential for the Administrative Staff to provide for sfficient accom-
plishmant oi‘ assignéd z‘unetions, '

. £ ccmmunicationss dirscted to as well =s 'the daily econfersnce held by
' th@ (}hiei'9 Adminiﬁtrative Staff require a Sscretary-Steno GS=7 to provide necessery
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Jugtitication Cont'd

25X1A

_ll

2,

3.

secretarial service, (This Secretary will be able to furnish part-time services to

- other Branches in the Administrative Staff as required,

In FY 5 requests necemsiteted incremsing the musber of operational stock seccounts
from one to five opsrationsl rsiock eccounts, Thess sccounts, because of the basic
manner by which the finding is wade (withdrswsals from other components of the Agency
and sllotments to 10} require constent swveillarce to aseure ample balances =nd :
proper functioning ts, Two of the operational stock secounts cever overssas

‘opsretions, namely require maintenance of eutgoing records and reporting

of obligationa, Tha tion of five additionsl allotment scesunts through the
transfer of former GSO funciions hes established a requiremsnt for monitoring approxi-
metely feur million dollars budgeted for under thess accounte; and s total LO budget
of approximately $10,000,000. The incresse in worklosd as & result of these changes
necessitates an addition o‘ﬁ“ 1 Budget Officey GS=9.

There is & need within the LO for the development and maintemsnce of an Organization
Manuel reflecting the organizational structure and functions of eseh logistice Office .
comporent; for providing for adequate forms and reports control; and for sscomplishing

. %he veview of all requeste for changss in parsonnel e¢oilings and for msking recommen~

dations to the Chi~f of Logisties or other officiel conserned for appropriste action
and for maintaining a continuing conmtrol of the alletment of LO parsonnel ceilings.

"+ The transfer of former GSO functions and appraximt@lyppersomel to the 10 has 25X9

© . created additionsl workload in such fields as proeedur
_issuances, employse suggestions, and records menagement. In order to provide foy

inetruetions, regulabeyy @
the ebove listed functions and inoreased workload it is necsssary thet an Adminlstrative

Cfficor GSall’_be eddsd to tho Recorda and Services Branch,

SECREI
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Justification Cont'd

k. The following worklosd data is furnished for each component of the Administrative
Staff except the Meil and Courier Branch, whose staffing requirements remain unchanged.
The estimated workload dats has been amended as necessary to provide for the increase
in workloed resulting from the transfer to the logistics Office of former General
Services Office functions and approximately rsonnel. The summarized functionsl 25X1
statements contained in the workloed dats as well as the estimated manhours involved
have been reviewed and discussed with such other Agency components as the Office of
Personnel and Comptroller's Office. The listed manhours and staffing requirements
are considered to be the minimm necessary to accomplish asgigned functions.

R UCN
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Assist and advise the Chief of logistics, and staff ard lins officials in the development, epplication, and
review of all edministrative activities of the logistics Office. Such activitles include personnel and train
ing, budget and fiscal, menagemcnt assistance, records management, general and classified mail., Administer
the Agency mail and courier service program.

In coopsration with the loglstics Career Service Board, formulate and exocute internsl psrsonnel and training
policies,

Develop personnel requirements, and conduct personnel functions involving the raview, recording and prepara<
tion and disposition of personnsl forms and records.

Develop persomnel training requirements for the logisties Office, direct the formulation of logistica train=
ing programs and courses and schodule logistics Office porsonnel for training,

Conduct liaison with the Office of Perscimel and the Office of Iraining in the development of personnel and
training policies and procedures.

Administer the logistics Office records manasgement program.

Administer centralized mall room, document reglstry, communieations distribution and pickup, and classified
material control function,

Advise in the mreparation of staff and division budget estimates, consolidate and cooxrdinate snmual budget

" requests and Justifications, prepare overall budget estimates, and justificationa, for the review of Chief of

Iogistics, and assist the Chief in presentatlion of budget material at Comptroller hearings.
Apslst the Chief of logistica in the development of logistica Office budget and fizeal policies.

Maintain a system of internal allotment and expenditure of funds and supply information regarding the availa-
bility of funds for logistics Cffice programs, projects, and activities,

Develop and control procedures governing logistics Office regulatory issuances,
Improve existing logistiecs procedures and dovelop and ensure the implementation of new and revised procedures.

SECRET
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Provide assistance to line and staff officials in the preparation of Iogistics Office Instructions or
Agency regulations, . ‘

In collaboration with the Management Staff, study and analyze operationsl efficiensy, organizational
structure and utilization of psrsonnel, to’effect improvement in thess fields. ’

Provige for the control and collaborate in the evaluation of employes suggestions concerning logistics
operations. ,
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BUDGET & FISCAL BRANCH
ADMINISTRATIVE STAFF
IOGISTICS OFFICE

Plans and develops initial logistics Office budget.
Analyze and evaluate initial draft of total estimate; compile workload data and standards,

Conduct bearings between divisions and Chief of Iogistics: coordinate and imclude neocessary changes;
prepere budget in final form for (a) Office Estimate and (b) Agency Estimate.

Asaist the Chief of Iogistics in hearings before Comptrollsy and DD/ on review and justification of both
Office and Agency estimates,

Furnish supplemental justification, coordinate replanning and rescheduling resulting from changes in
estimates, : '

Interpret budget policy and directives; transfers funds between allotment accounts as necessary.

Determine and coordinate quarterly allotment of approved funds; reachedule furds as required by chenges in
operations.

Administer and control funds allotted to Logistics Office. Review monthly reports and initiate action to
prevent anticipated problems and resolve situations not prevented, Assure that funds are expendsd as
programed or revise allotments in keeping with current programs.

Assists in ostablishing required funds acoounting in divisions and staffa; reviows records and assures proper
maintenance thereof,

Exercise surveillance over operatiomi atock accounts and resolve problem situations,

Assists in the development of budget reports format to meeting operationsl requirements and comply with
Agency directives,

Bvaluate proposed changes to budget and accounting systems; program planning; install new sysiems.

Obtain monthly reports of obligations under Field Stock Accounts, and furnish monthly summery reports of
obligations for gll unvouchered allotment accounts to Finance Division, Office of Comptroller.

“
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ADMINISTRATIVE STAFF
I0GISTICS OFFIGE

1. - Provide the Agency with an effective meil, courier, and messenger service responsible for the receipt,
control, dispateh, collection, and disiribution of officisl mall.

PN

Courdsr Section

(1) Provide regulsr scheduled and spocial courier and mesaenger service for the entire agency,
except for those offices providing their owun courier and messenger service as approved by the
Deputy Director (Administration).

(2) Provide armed courier(s) on spoecific assignments involving the risk of theft or compromise,
(3) Provide, upon specific request, courier service to destinations away from tho Washington area.

(4) Provide technical assistance to GIA offices and officials with respect to courier and messenger
operations,

(5) Maintain liaison with other Government agencies regarding courier operations,

(6) Comply with all security measures regarding courier and messenger operations.

{7} Compile statistical data concerning Courier Section operations, ineluding the number of
regular and special courier trips performed, amount of time consumed for each, amount of inter-
agency mail handlsd by courier, stc.

¥ail Section

(1) Process all official incoming and outgoing mail.

(2) Maintain registry logs for all incoming snd outgeing registered mail,

(3) Maintain an up-to-date locator f£ile of Agency persomnel to facilitate the addressing of inmcoming
mail for delivery to the varicus offices within the agency.

(4) Provide technical assistance to CIA offices and officials with respsct to meil operations,
(5) Maintain liaison with other govermment agencios regavding mail operationms,
seol .
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MAIL AND COURIER BRANCH
ADMINISTRATIVE STAFF
I0GISTICS OFFICE
(6) Comply with all security regulations with respect to mail operations.

(7) Compile statistical data concerning Mail Section operations, including data regarding the number
of pieces of peralty indicia mail dispatohed quarterly. ?
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MANAGEMENT ASSISTANCE BRANCH
ADMINISTRATIVE STAFF
IOGISTICS OFFICE

Assist in the determimation of the need for, and provide for the control, coordination, review, and publica-
tion of all logistics Office regulatory issuances.

Reoommend and establish logistics Office administrative policy and develop procedural instructions in connso-
tion with all administrative matters involving more than one loghtics Office component.

Provide for logistics Office coordination of Agency reguletory issuances developed by other Agency componentss
ovaluate comments received from logistics Office components; prepere and submit to the Regulations Control
Staff, DD/A, final 10 comments.

Assist in the determination of the need for, and provide for the sonirol and collaborate in the developmsnt
and review of Agency amd logistics Office regulatory ldsuances initiated by components within the loglstics
Office,

In conjunction with Staff and Division Chiefs, represent the Chlef of loglstics at meetings and eonferences
with other Agency components in resolving problams or questions regarding policy or procedural aspecta of
logiatics Office regulatory isesuances,

Develop and maintain Iogisties Office organization mamal, showing the missions of components, organizational
structure and functions; assure that Iogistics Office functions are assigned and that there is not unnecessary
overlapping or duplication of functions betweon elements; evaluate requests and recommondations for changes

- in organization, functional assignments end staffing and recommend appropriate action,

Initiate, or upon request, conducts management studies designed to improve organizational structures, work
methods, management practices, and operating procedures. Coordinate and participate in surveys and studiss

- conducted by the Masnagement Staff, DD/A and other external elemeut, and is responsible for implemsnting

accopted recommendations.

In conjunction with the Menagement Staff, DD/A, aseist (operating personnel) within the logisties Office in
the selsotion of office machines and office equimant with regard to maximum suitability for work to be
performed, antlicipated utilization, and sconomy,

Establish and maintain personnel ceiling controls and reccmmend changea required by changes in organization,
functions, and workloed within the Iogistics Office.

. SE
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ADMINISTRATIVE STAFF
I0GISTICS OFFICE

10, PFrovide for the control and collaborate in the evaluation of employees suggesticns concerning logistics
operations,

11, Review requests from logistics Office components for space, telephones, moves, and major maintenance and
recommend appropriate action; conduct space surveys and recommend space utilization plans; maintain record
of parking space assignments and control distributlon of office space assignments to lLogistics Office com~
ponents,
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STATEMENT OF FUNCTIONS
PERSONNEL AND TRAINING BRANCH
ADMINISTRATIVE STAFF
I0GISTICS OFFICE

Develop & program of personnel poliries, administration and training for the Office of Iogistics within the
framework of established CIA personnel policies and regulations,

Review personns]l eveluations for 10 personnel and provide advice and assistance to supervisors and employoss
in all aspects of personnel evaluation,

Advige astaff and division officials on all phases of persomnel ard tralning problems,

Cooparate with line and staff officials to determine classes and types of personnel required, and recommend
slotting of perscnnsl.

Meintain current informetion and status of T/0% and Fosition Inventary Records.
Frovide service and support of logistics Office Career Service Board by

a, FProviding secretariat,

b, Froviding advance information on returning persomnel,

coteProvid.ing sumery information on mumbers, grades, dates of gredes, location, etc., of personnsl by caresr
category. )

d. Mintaining a roster of logistics personnocl available for overseas and departmental service,
e, Muintaining control and follow-up on application of training prescribed by Career Service Board Actions,

£, FPreparation and processing of SP-52, Request for Personnel Action, and such other supporting papers as
my be required to accomplish personnel actions and meintain current information on status of such actions,

g. Provide technical advice on all problems of personnel or training,
Brief employees prior to overseas movement,

Roview Per=omal History Statements, other Data, and interview prospective employess for referral to appropriat
staffs or divisions,

SE
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PERSONMEL ARD TRAINING BRANCH

ADMINISTRATIVE STAFF
IOGISTIGS OFFICE

Correspond with elements of the logistics Office, hoadquarters and field, on matiers of personnel and training,
policy interpretation and procedural instruction.

Serecn, control, and initiate personnel action requestis.

Serve as employee counsellor for the logistics Office.

Determins training requirements for technical logistica training for personnel of the logistics Office and
other offices of the Agency dealing with logistical matters and collaborate with the Office of Tralning to
develop appropriate training methods, standards, facilities, and courses to £ill these requirements, '
Maintain training rosters and schedule individuals for prescribed training.

Serve as consultant to the Director of Training on the status and effectiveness of logistics training programs.
Conduct those courses in logistice operations which are to be provided by the Ilogistics Office.

Conduct exit interviews, annlyze results and recommand s.ppx‘dpriata action to reduce employes turnover.

Conduct research in porsommel metters, such as morale, personnsl utilization, absenteeism, turnover, and training
and recommend and implement action designed to develop an efficlent work force,

SECRET
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ADMINISTRATIVE
I0GISTICS OFFICE

Develop and maintain logistics Office schedules of records and other current operationsl materials to be
deposited in accordance with disaster plan; arrange for reproduction of materials where coples are not
avallable; review quarterly inventories of materials on deposit and direct disposition thereof.

Conduct physical surveys of all logistics Office records; develop records control sechedules and meintain in
current status; process and dispose of rgoou-ds "in accordance with schodules.

Maintein distribution scheduls for all types of regulatory issuances within logistics Office; review Agency
regulatory and proposed Agency regulatory issuances; determine logistics component to teke action where
action is required, and indicate action office on issuance; distribute issuances in accordance with achedulo;
socure additional copies as requested.

Receive, type mail control ticket and distribute mail centrally for loglstics Office; maintain suspsnse on due
date cases received from higher echelon and follow-up with component assigned action thereon,

Receive and other Top Secret and Registered documents, prepars necessary forms, assign control number
and otherwise process in accordance with existing instructions; control documents while in logisties Office;
maintain central file for documents; develop and implement instructions for handling documents; declassify or
destroy Top Secret material when appropriate.

Receive, record, and distribute cables assigned to logistics Office for action, secure referenced cables.

Agsist loglstics Office components in establishing a uniform filing system; maintain central files for Office
of Chisf of logistics Office and provide required reference service therefrom; review requests for filing

equipment and recommend appropriate action,

Receive records forwarded by logistics Office components for disposition; check agaihst records control schedu.
end make disposition authorized; maintain record of disposition of all records,

Develop and issue insfructions for the preparation and processing of correapondence, cables, and dispatches;
spot check correspondence in process for proper format, signature, copies, and routing.
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